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PUBLICATION  #16,638-27-800-4-91-C.R. 
APPROVED  BY:  STATE  PURCHASING  AGENT 


SECTION  1:   Special  Items  for  Consideration 

This  will  be  the  fifth  annual  closing  of  MMARS.  The  Sections  which  follow  are  organized  in 
a  manner  very  similar  to  the  previous  four  Closing  Instructions.  Modifications  have  been  made 
to  procedures,  dates,  and  other  items  as  appropriate  to  update  the  Instructions  for  FY91.  While 
you  will  notice  consistency  with  prior  years,  it  is  essential  that  all  staff  involved  with  the 
closing  read  each  section  to  get  the  updated  information.  It  is  also  important  to  look  at  the 
Closing  Master  Schedule  by  Transactions,  the  Closing  Checklist  FY91  for  transactions  and 
events  and  the  Resource  listing  in  the  back  of  this  book. 

The  purpose  of  this  section  is  to  highlight  certain  areas  or  aspects  of  the  closing  for  FY91. 
Each  of  these  "special  items  for  consideration"  is  to  be  handled  in  the  manner  set  forth  in  the 
relevant  section  of  detailed  instructions. 

This  closing  booklet  contains  references  only  to  closing  issues.  An  Opening  Booklet  will  be 
issued  separately.  As  in  previous  years,  updates  will  be  issued  for  any  new  items  or  changes 
to  current  policies. 

June  30th  Cut  Off  for  Payables  and  Revenue  Recognition 

The  watershed  date  for  differentiating  payables  and  revenue  pertaining  to  FY91  versus  FY92 
is  Sunday,  June  30,  1991. 

For  payables,  goods  and/or  services  must  be  received  in  the  respective  Department  locations  not 
later  than  June  30th  to  be  charged  to  FY91;  there  must  also  be  a  sufficient  encumbrance  (there 
are  many  types  such  as  PG,  PD,  SC,  LO)  for  such  goods  and/or  services;  the  actual  vendor 
invoice  and  the  payment  (PV)  to  the  vendor  may  take  place  at  any  time  after  the  two  prior 
steps  but  before  August  31,  1991.  For  Budgeted  funds  only  (appropriation  account  type  01)  a 
special  extension  on  vendor  invoices  past  August  31, 1991  is  possible  with  the  express  approval 
of  the  Budget  Bureau.  Please  note  this  is  only  an  extension  to  the  payment  date  of  the  vendor 
invoice,  and  the  deadline  for  encumbrances  and  receipt  of  goods  and/or  services  by  June  30, 
1991  is  firm. 

For  revenue  recognition,  the  revenue  event  must  be  completed  at  the  respective  Department 
location  by  Sunday,  June  30, 1991.  By  Monday,  July  1,  1991  the  confirming  cash  deposits  (CR) 
should  be  made  with  the  State  Treasurer's  Office.  In  a  few  cases  the  Office  of  the  Comptroller 
will  allow  revenue  recognition,  by  use  of  a  revenue  accrual,  even  though  the  confirming  cash 
deposits  may  not  take  place  until  late  July. 

Audit  Verification  of  Year-End  Closing  Activities 

The  Office  of  the  Comptroller,  with  assistance  from  the  Office  of  the  State  Auditor, 
Department  of  Revenue  Internal  Audit  Unit  and  the  Independent  Certified  Accounting  firm 
hired  to  perform  the  State  Single  Audit  will  again  be  working  with  departments  to  ensure 
proper  year-end  cutoffs  for  cash,  revenue,  encumbrance  and  advance  fund  management. 

The  State  Auditor's  Office  with  input  from  the  Office  of  the  Comptroller  will  be  selecting 
Departments  in  May  and  on-site  audits  will  begin  in  June  and  continue  through  July  1991.  The 
on-site  audits  have  two  goals: 

To  verify  prompt  and  proper  deposit,  recording  and  reporting  of  cash  and  revenue,  the 
auditors  will  ensure  that  all  cash  and  revenue  is  deposited  and  accounted  for  in  the 
correct  fiscal  year. 


To  ensure  that  Departments  are  effectively  managing  their  encumbrances  and  promptly 
accounting  for  their  advances,  the  auditors  will  be  reviewing  documentation  supporting 
encumbrance  balances  and  advance  expenditures. 

The  results  of  these  on-site  visits  are  used  by  the  Office  of  the  Comptroller  as  part  of  the  State 
Single  Audit  and  relied  upon  in  the  preparation  of  annual  financial  reports.  This  information 
is  also  distributed  to  Department  managers  for  follow-up  and  to  the  Budget  Bureau  for 
accounts  payable  extension  decisions. 

CTR  Statewide  Accounts 

The  Office  of  the  Comptroller  manages  five  accounts  on  behalf  of  all  state  departments.  If 
Departments  use  these  accounts,  it  is  important  to  forward  any  documentation  to  the  Office 
of  the  Comptroller  to  ensure  prompt  payment  before  the  closing  of  FY91.  For  FY92, 
Departments  should  be  assessing  their  potential  need  of  these  accounts.  These  accounts  are: 

Prior  year  deficiencies; 

Court  judgments  and  settlements; 

Expiring  Capital  Encumbrances; 

Chapter  258  Torts; 

Final  Contract  Accounts. 

Instructions  for  each  of  these  accounts  have,  in  the  past,  been  sent  to  all  departments  except 
for  Chapter  258  Torts,  which  is  a  new  account  for  this  office.  If  your  department  needs  copies 
of  instructions  or  has  an  issue  that  may  involve  one  of  these  accounts,  please  Contact  the  Office 
of  the  Comptroller. 

Fixed  Assets 

An  announcement  will  be  made  shortly  regarding  the  availability  of  the  MMARS  fixed  assets 
subsystem  along  with  instructions  for  its  use  in  recording  information  for  FY91.  The  Office 
of  the  Comptroller  will  again  include  the  historical  cost  of  certain  assets  in  the  Comprehensive 
Annual  Financial  Report  for  FY91.  In  order  to  accomplish  this  objective,  Departments  will  be 
asked  to  exercise  a  combination  of  manual  and  automated  procedures  during  the  months  of 
July,  August  and  September,  1991.  More  detailed  information  regarding  this  matter  will  be 
published  shortly  and  system  use  training  will  be  available. 


SECTION  2;   Cash  and  Revenue  Management 

The  clear  and  accurate  accounting  for  cash  and  revenue  is  one  of  the  most  important  elements 
in  the  closing  of  any  fiscal  year.  All  cash  receipts  on  hand  at  Departments  or  on  deposit  as  of 
June  30,  1991,  are  assets  and  revenue  of  the  Commonwealth  and  need  to  be  reflected  as  such 
on  the  annual  financial  statements.   The  deposit  of  cash  receipts  must  take  place  by  July  1, 

1991  and  the  accurate  processing  of  the  revenue  activity  via  the  CR  document  by  July  1,  1991 
will  best  assure  recording  and  reporting  in  the  appropriate  fiscal  year. 

Cash  Receipt  (CR) 

Please  remember  that  MMARS  will  be  processing  transactions  of  two  fiscal  year  at  once.  Extra 
care  must  be  taken  to  avoid  Departmental  CRs  from  being  entered  in  a  wrong  fiscal  year. 

CR  forms  and  deposit  slips  for  cash  pertaining  to  the  1991  fiscal  year  and  transferred  to  the 
State  Treasurer's  Office  must  relate  to  funds  actually  received  by  your  Department  on  or 
before  June  30,  1991. 

In  the  right  hand  corner  of  the  CR  (in  large  letters)  mark  1991  Fiscal  Year  and  indicate  the 
period  of  time  for  which  cash  was  collected.  Fill  in  the  budget  fiscal  year  (91)  and  the 
accounting  period  field  (12  91)  when  completing  these  documents.  Also  please  time  stamp  or 
mark  the  date  transmitted  to  the  State  Treasurer.  Final  CRs  for  FY91  must  be  entered  into 
MMARS  by  July  1,  1991. 

Receipts  for  the  1992  Fiscal  Year  revenue  and  transferred  to  the  Treasurer  during  July  must 
be  marked  1992  fiscal  year  in  the  right  hand  corner.  Also,  fill  in  the  Accounting  Period  field 
(01  92)  and  the  Budget  Fiscal  Year  (92)  to  avoid  any  doubt  as  to  the  fiscal  year  in  which  the 
monies  should  be  recorded  and  reported. 

The  basic  Revenue  Report  466C  shows  differences  between  the  Departmental  revenue  (CR) 
transactions  and  the  State  Treasurer's  confirmed  (TR)  collections. 

This  report  must  be  reconciled  and  differences  resolved.  Questions  on  these  reports  should  be 
directed  to  the  Accounting  Bureau  (Revenue  Unit),  Office  of  the  Comptroller  and  NOT  the 
State  Treasurer.  Departments  should  do  their  reconciliation  work  on  the  466C  at  the  end  of 
each  accounting  period.  It  is  important  to  remember  that  RPT  466C  is  the  key  audit  report  to 
establish  the  revenue  basis  for  the  annual  financial  report.  Departments  are  responsible  for 
resolving  CRs  on  the  suspense  file. 

Cash  Receipts  (CR)  in  Federal  Grant  Accounts 

As  in  prior  years,  the  Comptroller's  Office  will  assist  departments  managing  federal  grant 
accounts  requiring  federal  cash  posting  to  accommodate  accounts  payable  payments.  Federal 
funds  received,  by  the  State  Treasurer's  Office  after  July  1,  1991  will  be  credited  to  a  fiscal 

1992  account.  Departments  requiring  cash  posting  to  a  fiscal  1991  account,  for  the  purpose  of 
making  payments  against  existing  FY91  encumbrances,  should  contact  the  Office  of  the 
Comptroller  Federal  Grant  Unit  for  assistance. 


Other  Cash  Deposit  Transactions 

Advance  Refunds  (AR^.  Contract  Backouts  (CB).  and  Expenditure  Refunds  (ER^> 

AR,  CB  and  ER  documents  must  be  received  with  a  check  in  the  State  Treasurer's  Office  and 
entered  into  MMARS  for  FY91  by  July  1,  1991,  (a  check  or  wire  transfer  must  be  attached  with 
these  transactions). 


Document  Type 

Date  required  to  be 
entered  into 
MMARS  by 

Date  required  to  be 
received  by  TRE 

Account  Types 

Treatment  of  FY91 
documents 
received  after  7/1 

AR 

7/1 

7/1   5:00pm 

ALL 

Regular  processing 

CB 

7/1 

7/1   5:00pm 

ALL 

CB's  for  91  con- 
tracts are  misc  rev 
(FY92viaCR) 

ER  including 
payroll  ER 

7/1 

7/1   5:00pm 

Non-continuing 

ER's  for  91  expen- 
ditures are  misc  rev 
(FY92viaCR) 

ER  including 
payroll  ER 

7/1 

7/1   5:00pm 

Continuing 

FY92  ER 

Because  of  the  matching  process  between  Treasury  deposits  and  MMARS  documents  in 
approving  AR,  CB  and  ER  documents,  the  above  guidelines  must  be  adhered  to  in  order  to 
ensure  they  are  recorded  properly  in  both  FY91  and  FY92.  Departments  are  responsible  for 
resolving  AR,  CB,  and  ER  documents  on  the  suspense  file.  The  approval  of  AR,  CB  and  ER 
documents  is  based  on  the  information  shown  on  the  report  467A  (Advance  Refund)  and  the 
Report  468A  (Expenditure/Contract  Refunds).  Departments  should  monitor  these  reports 
monthly.  Discrepancies  must  be  resolved  for  a  proper  closing. 

Revenue  Refunds  (RF^ 

Please  refer  to  SECTION  5  for  the  instructions  on  processing  Revenue  Refund  documents 
during  the  month  of  June  1991. 

Electronic  Transfers  (wire> 

Final  deposit  via  electronic  (wire)  transfer  from  the  Federal  Government  is  June  30, 1991.  On 
July  1,  1991,  the  State  Treasurer's  Office  will  conclude  the  1991  activity  for  receipts 
transferred  to  their  office  electronically  (lock  boxes,  intermediary  banks,  or  by  courier).  Since 
these  transactions  are  for  deposits  in  the  bank  up  to  June  30, 1991,  they  will  be  considered  1991 
business. 


Reconciliations  of  Reports 

To  ensure  that  cash  and  revenue  are  properly  reflected,  the  reconciliations  of  the  reports  listed 
below  are  required: 


Month  of  April 
Month  of  May 
Month  of  June 


REPORT 

466C 

REVENUE 


5/31/91 
6/25/91 

7/27/91 


REPORT 
467A 

ADVANCE 
REFUNDS 

5/31/91 
6/25/91 
7/12/91 


REPORT 
468A 

EXPENDITURE 
REFUNDS/CBS 

5/31/91 
6/25/91 
7/12/91 


Departments  who  have  corrections  or  omissions  at  the  end  of  accounting  period  12  or  desire  any 
deviation  from  or  exception  to  these  instructions  should  contact  the  Cash  and  Revenue  Unit 
at  the  Office  of  the  Comptroller. 

The  above  Revenue  Reports  466C  for  period  13-91  will  be  issued  to  the  Departments 
periodically  through  the  months  of  July,  August  and  September.  This  should  assist  the 
Departments  with  the  resolution  of  year  end  cutoff  problems  (for  example  TR  in  period  12-91, 
while  CR  in  period  01-92). 


SECTION  3:   Appropriation  and  Account  Management 

Account  management  should  be  a  primary  concern  when  scheduling  transactions  relevant  to 
the  closing.  It  is  the  responsibility  of  the  Departments  to  coordinate  the  Secretariat  and  Budget 
Bureau  approval  for  the  prerequisite  transactions.  Departments  are  also  urged  to  resolve  any 
issues  on  financial  plans  so  as  not  to  delay  subsequent  accounting  transactions  necessary  to  the 
closing. 

Supplemental  and  Deficiency  Appropriations 

For  Departments  that  will  be  affected  by  the  enactment  of  Supplemental  and  Deficiency 
budgets,  special  treatment  will  be  provided  by  the  Office  of  the  Comptroller  and  Budget 
Bureau. 

Departments  must  follow  the  procedures  outlined  below: 

1.  Complete  the  MMARS  transaction  input  form. 

2.  Obtain  appropriate  Department-level  signature  approvals. 

3.  Enter  transaction  in  MMARS 

4.  Quick-edit  transaction  until  the  ONLY  error  message  on 
the  document  screen  indicates  that  prior  fiscal  year 
activity  is  not  allowed. 

5.  Obtain  secretariat-level  approval  (where  applicable)  on 
the  transaction  input  form. 

6.  Prepare  a  cover  letter  requesting  override  and  cite  the 
relevant  appropriation  act  and  account  number. 

7.  Forward  cover  letter  and  transaction  input  form  to  the . 
appropriate  control  Department. 

Allocation  (AO.  Allotment  (AD.  Intersubsidiarv  Transfer  (TS1.  and  Transfer  of  Annronriation 
OA1 

Allocation  account  activity  should  be  completed  in  April  or  May;  only  final  end  of  year 
adjustments  should  be  left  to  late  May.  The  final  periodic  allotments  for  FY91  are  planned  to 
be  done  by  April  26,  and  May  31,  1991.  Situations  requiring  ad-hoc  allotment  adjustments 
should  be  very  rare.  Proposed  Intersubsidiary  Transfers  must  be  approved  by  departments 
Cabinet  Secretaries  as  usual;  subsequent  approval  by  Budget  Bureau  will  not  be  required. 


Document  Typ« 

Date  forms  submitted  by 

PEND  3  or  5  date 

MMARS  Procedures 
Manual 

AC 

May  17  to  Budget  Bureau 

May  31 

Section  4.5 

AL  (for  adhoc's  only) 

May  31  to  Budget  Bureau 

May  31 

Section  4.6 

TS 

May  17  to  Secretariat 

May  31 

Section  4.7 

TA 

May  17  to  Comptrollers 

May  31 

Section  4.8 

Expense  Budgets  (EB) 

Departments  using  expense  budgets  with  full  budgetary  control  (obligations  cannot  exceed  the 
budget  amount  for  a  budget  line  item)  may  want  to  consider  changing  from  full  control  to 
presence  near  the  end  of  the  year  for  ease  of  processing. 

Revenue  Budgets  (RB) 

Requests  for  additions  or  adjustments  to  the  revenue  budget  must  be  submitted  to  the 
Accounting  Bureau  in  the  Office  of  the  Comptroller  and  reviewed  with  Budget  Bureau  no  later 
than  May  31,  1991.  Specific  documentation  with  a  complete  explanation  must  accompany  the 
request  citing  any  statutes  that  cover  the  particular  adjustment.  Particular  attention  should 
be  made  to  distinguish  between  restricted  and  non-restricted  revenue.  Restricted  revenues 
increase  retained  revenue  appropriation  accounts;  non-restricted  revenues  are  not  available  for 
expenditure. 

Balances  Forward  (BF) 

The  first  automated  BF  transaction,  for  appropriation  account  types  02,  03,  and  04  will  be 
generated  on  July  1,  1991.  Thereafter,  BFs  for  these  appropriation  account  types  will  process 
nightly. 

BFs  will  not  occur  in  appropriation  account  type  01  unless  authorized  in  legislation  and  only 
in  amounts  allowed  by  that  legislation.  Appropriation  account  type  01  BF's  will  be  processed 
manually  upon  enactment  of  the  general  appropriation  act  or  any  legislation  providing  BF 
authorization. 

Negative  Balance 

It  is  imperative  that  Departments  manage  their  accounts  very  closely,  especially  accounts  with 
negative  balances  in  any  subsidiary.  These  negative  balances  must  be  reviewed  and  resolved 
in  a  timely  fashion.  Departments  should  NOT  assume  that  future  action  initiated  by  the  Office 
of  the  Comptroller,  the  Budget  Bureau  or  the  Legislature  will  cure  negative  balance  situations. 
Reports  226G  and  380B  should  help  Departments  determine  if  any  of  their  accounts  are  in  this 
status.  Regular  review  of  the  MMARS  APR  screen  is  also  recommended.  Departments 
requiring  assistance  should  contact  either  the  Budget  Bureau  or  the  Comptroller's  Office  after 
determining  (1)  the  reason  for  the  negative  and  (2)  the  solution  for  the  negative 

All  negative  balances  MUST  be  resolved  by  June  30,  1991. 


SECTION  4:   Encumbrance  Management 

MMARS  is  an  encumbrance-based  system,  therefore,  all  payments  of  bills  must  reference  a  pre- 
established  encumbrance.  This  pertains  to  all  types  of  accounts,  i.e.  regular  state 
appropriations,  capital  appropriations,  expendable  trusts,  and  federal  grants.  The  system  will 
automatically  reject  Payment  Vouchers  and  Intragovernmental  Vouchers  during  June  and  for 
FY91  accounts  payable  (July  and  August)  unless  an  encumbrance  document  is  referenced.  All 
goods  and  services  paid  for  with  FY91  funds  must  be  received  by  June  30,  1991. 

NOTE:  On  July  1,  1991,  the  tolerance  for  all  encumbrances  will  be  set  to  zero 

percent  for  accounts  payable  payments. 

Encumbrances  (SC.  CC.  CM.  SM.  LO.  FO) 

Departments  are  encouraged  to  finalize  all  FY91  encumbrances  on  or  before  June  21, 1991.  No 
encumbrance  for  FY91  will  be  considered  after  June  30,  1991. 

All  transactions  which  are  not  "done"  on  the  suspense  file  should  be  resolved  or  deleted  by  June 
30,  1991. 

The  following  reports  are  management  tools  which  are  useful  in  determining  the  correct 
amount  of  encumbrances: 

RPT  341 A   Transaction  by  Appropriation  and  Subsidiary 

RPT  630A  Ready  Payment  Disbursement  History 

RPT  633A  Ready  Payment  Contracts 

RPT  638A  Monthly  Inventory  of  Service  Contracts 

RPT  620A  Open  Encumbrances 

RPT  695A  Lease  Order  by  Department 

Each  Department  must  analyze  every  encumbrance  and  determine  the  proper  encumbrance 
amount.  Departments  should  execute  the  relevant  encumbrance  transaction  as  early  as  possible, 
but  not  later  than  June  30,  1991. 

Encumbrances  (PG.  PP.  PN.  PE.  PX^ 

Encumbrances  subject  to  the  Department  of  Procurement  and  General  Services  should  be 
processed  according  to  the  Master  Schedule  and  the  Implementation  Checklist  following  the 
instructions  issued  in  DPGS  Memorandum  91-6  on  March  8,  1991. 

Accounts  Payable 

All  accounts  payable  bills  are  expected  to  be  fully  paid  by  August  31.  Departments  seeking  an 
extension  of  an  encumbrance  after  August  31,  should  enter  the  encumbrance  on  the  APEN 
table.  The  extension  request  must  be  submitted  to  the  Budget  Bureau  for  review.  If 
circumstances  are  extraordinary  and  goods  and  services  were  received  by  June  30,  an  extension 
may  be  approved  by  the  Budget  Bureau  on  the  APEN  table.  As  of  September  1, 1991,  MMARS 
will  not  allow  any  payment  voucher  (PV)  to  be  processed  unless  it  references  an  encumbrance 
approved  on  APEN.  (MMARS  Memo  #92). 
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In  early  September,  all  encumbrances  not  on  APEN  will  be  automatically  lapsed.  Departments 
may  manually  lapse  satisfied  encumbrances  earlier  if  necessary  to  meet  department  needs. 

A  recent  law  change  now  stipulates  that  aU  accounts  payable  activity  will  terminate  on  October 
31.  No  extension  beyond  that  date  is  now  permissible  under  the  law.  Since  the  number  and 
volume  of  encumbrances  that  had  existed  under  the  old  law  (permissible  to  extend  to  December 
31)  was  very  small,  this  change  is  not  expected  to  be  a  problem. 

Encumbrance  Audit 

As  mentioned  in  Section  1,  staff  from  the  Auditors  office  will  be  extensively  testing 
encumbrance  cutoffs.  For  encumbrances  and  accounts  payable,  MMARS  report  RPT620a, 
Open  Encumbrances  at  June  30,  1991  will  be  used.  They  will  also  be  looking  at  supporting 
documentation  for  encumbrances.  Each  Department  is  directed  to  conduct  a  detailed  analysis 
of  its  encumbrances  required  for  accounts  payable.  RPT620A  can  be  used  as  a  control 
document  to  do  the  analysis. 


SECTION  5:   Payment  and  Advance  Management 

Payments  (PV) 

All  payments,  after  June  1, 1991  must  reference  encumbrances.  The  system  will  automatically 
reject  Payment  Vouchers  and  Intragovernmental  Vouchers  entered  after  June  1, 1991  without 
an  encumbrance.  It  is  to  the  departments  advantage  to  manage  payments  to  eliminate  backlog 
from  prior  months  so  that  there  is  not  an  excessive  amount  of  bill  paying  crammed  into  the 
FY91  accounts  payable  mode  during  July  and  August.  Departments  are  required  to  inform 
vendors  to  deliver  all  goods  and/or  services  bv  June  30.  1991  and  to  render  all  final  invoices 
in  July  and  August. 

The  final  warrant  of  FY91  will  include  all  payments  and  refunds  scheduled  through  June  30, 
1991.  All  payment  transactions  after  that  date  will  be  processed  in  the  FY91  accounts  payable 
mode  of  business. 

Ready  Payments  (RP) 

The  last  ready  payment  (RP)  for  contracts  ending  June  30  will  be  made  on  May  24.  Any 
remaining  payment  to  those  contracts  must  be  executed  with  a  PV  transaction.  Ready  Payment 
checks  will  not  be  produced  in  June. 

Revenue  Refunds  (RF) 

RFs  entered  into  MMARS  on  or  after  June  15,  1991,  will  require  Comptroller's  PEND  5 
approval.  A  duplicate  copy  of  the  RF  input  form  with  duplicate  copies  of  supporting 
documentation  must  be  submitted  to  the  Office  of  the  Comptroller,  Pre-Audit/Payment  Unit, 
no  later  than  June  24,  1991  for  Pend  5  approval.  The  original  copy  of  the  RF  input  form  and 
the  original  supporting  documentation  must  be  retained  by  the  Department  in  accordance  with 
records  management  disposal  schedule  58/87.  All  FY91  RFs  must  be  entered  into  the  system 
by  June  22,  1991. 

Request  for  Advance  (RA) 

The  Office  of  the  Comptroller  will  approve  only  emergency  requests  for  advances  after  June 
1,  1991.  These  requests  for  advances  must  be  submitted  to  the  Pre-Audit/Payment  Unit  with 
a  letter  of  justification.  Advances  received  after  June  1, 1991  by  the  Office  of  the  Comptroller 
without  a  letter  of  justification  will  be  returned  to  the  department  as  disallowed. 

Under  no  circumstances  should  FY91  advances  be  used  to  pay  for  FY92  expenses.  The  suspense 
file  should  not  have  any  FY91  RAs  in  any  status  on  June  30,  1991. 

The  Department  must  account  for  all  FY91  advances  by  July  1,  1991.  This  accounting  is 
performed  through  documentation  of  the  expenditure  of  the  advance  (EA)  or  cash  repayment 
of  any  balance  remaining  by  processing  an  advance  refund  (AR).  No  requests  for  advances  for 
FY92  will  be  approved  until  all  FY91  advances  are  properly  accounted  for. 

Expenditures  of  Advance  (EA) 

Expenditures  of  Advance  must  always  reference  an  encumbrance  document.  Therefore, 
encumbrances  set  aside  to  cover  requests  for  advance  must  eventually  be  liquidated  or  reduced 
to  zero  by  placing  an  "F"  on  the  final  EA.  Excess  amounts  will  be  returned  to  the 
appropriation/subsidiary  uncommitted  balance.  Departments  should  be  examining  and 
correcting  EAs  that  exist  in  the  suspense  file  (i.e.  reject,  hold,  etc.)  eliminating  any  backlog  by 
May  10,  1991. 
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All  EAs  on  the  suspense  file  after  July  1,  1991  will  require  Comptroller's  PEND  5  approval. 
A  duplicate  copy  of  the  EA  input  form  with  duplicate  copies  of  supporting  documentation  must 
be  submitted  to  the  Office  of  the  Comptroller,  Pre-Audit/Payment  Unit,  for  PEND  5  approval. 
The  original  copy  of  the  EA  and  the  original  supporting  documentation  must  be  retained  by 
the  Department  in  accordance  with  records  management  disposal  schedule  58/87. 

Advance  Returns  for  Ready  Payment  ARs 

The  Office  of  the  Comptroller,  Pre-Audit/Payment  Unit  will  prepare  the  final  accounting  for 
advances  used  in  Ready  Payments  for  FY91. 

Ready  Payment  Departments  must  prepare  and  enter  into  MMARS  the  AR  document  by  June 
7,  1991  using  DYNACASH  09801  and,  when  PEND  5  status  is  achieved,  submit  the  AR 
document  in  triplicate  with  a  letter  to  the  Office  of  the  Comptroller,  attention  Pre- 
Audit/Payment  Unit. 

The  letter  should  reference  the  AR  document  ID#(s)  and  the  AR  dollar  amounts.  The  Pre- 
Audit/Payment  Unit  will  prepare  a  check  made  out  to  the  "Commonwealth  of  Massachusetts" 
in  the  sum  equal  to  the  amount  of  the  AR  documents  and  will  deposit  the  check  and  one  copy 
of  the  AR  with  the  State  Treasurer's  Office.  A  Treasury  date  stamped  AR  document  will  be 
returned  to  the  respective  Department.  A  copy  will  be  retained  by  the  Pre-Audit/Payment 
Unit. 

The  Office  of  the  Comptroller  will  approve  the  AR  (PEND  5)  when  it  is  confirmed  on  the  State 
Treasurer's  Cash  Sheet.   This  is  usually  4-5  days  after  deposit  at  the  State  Treasury. 
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SECTION  6:     Payroll  Management 

This  section  of  the  closing  instructions  encompasses  the  procedures  and  timelines  for  all 
payrolls.  Special  attention  should  be  given  to  expedite  payroll  refunds  and  payroll  rejects  in 
order  to  provide  clear  and  accurate  accounting  records  for  FY91. 

FY91  Payroll  Fiscal  Year 

Departments  are  reminded  that  due  to  a  1990  law  change  the  budget  fiscal  year  for  all 
payments  including  payrolls  begins  on  July  1st  and  ends  on  June  30th  of  the  subsequent  year, 
therefore,  services  rendered  by  employees  through  June  30,  1991,  must  be  charged  to  FY91. 
This  is  required  even  if  June  30th  falls  in  the  middle  of  a  payweek.  Departments  will  not  be 
required  to  input  any  exception  posting  to  effect  this  requirement.  The  split  of  payroll  charges 
will  be  accomplished  by  use  of  the  employees'  work  schedule  which  is  maintained  on  the 
payroll  system.  Therefore  departments  must  ensure  that  each  individual's  work  schedule  is 
updated  to  reflect  their  actual  hours  worked.  Only  in  this  manner  can  the  Office  of  the 
Comptroller  guarantee  the  accuracy  of  the  results  for  the  separation  of  payroll  charges  between 
fiscal  years.  The  payroll  system  will  split  the  charges  for  services  rendered  before  June  30th 
and  after  July  1st  when  interfacing  with  MMARS.  This  change  will  be  transparent  to  PMIS 
and  CAPS  users,  but  will  be  reflected  on  the  MMARS  reports  which  are  differentiated  by  the 
budget  fiscal  year. 

FY91  Payroll  Management 

As  we  approach  the  end  of  FY91,  the  management  of  payroll  expenditures  becomes  critical. 

Currently  your  Department  is  receiving  MMARS  Report  number  649A,  "Projected  Payroll 
Expenditures"  on  a  weekly  basis.  Based  upon  your  average  weekly  payroll  expenditures,  this 
report  projects  the  number  of  weeks  these  appropriations  and  allotments  will  support  payroll 
expenses. 

Beginning  in  April,  the  Office  of  the  Comptroller  will  be  issuing  a  new  projected  payroll  report 
which  will  be  produced  from  the  Personnel  Administration  Reporting  and  Information  Systems 
(PARIS).  This  report  projects  payroll  based  on  the  individual's  salaries  associated  with  the 
account/subsidiary  and  any  step/collective  bargaining  unit  increases  due  in  the  future  as  of 
the  date  of  the  report.  Only  those  modifications  to  an  employees  salary  which  are  contained 
on  the  payroll  system  will  be  reflected  on  this  report. 

Corrective  measures  must  be  taken  when  an  appropriation/subsidiary  will  not  support  payroll 
charges  through  the  end  of  the  fiscal  year. 

Employee  Payroll  Refunds 

Departments  are  required  to  conclude  processing  Payroll  Refund  Receipt  Vouchers  prior  to 
June  30,  1991.  Expenditure  Refunds  for  budgetary  accounts  (Type  01)  received  after  July  1, 
1991  should  be  processed  via  the  CR  transaction  and  will  be  treated  as  miscellaneous  revenue 
in  FY92.  Expenditure  Refunds  for  continuing  accounts  such  as  federal  or  trust  accounts  etc. 
received  after  July  1, 1991  should  be  processed  via  an  ER  document  and  will  be  credited  to  the 
departments'  FY92  account. 

Contractor  Payroll  Refunds 

Departments  are  required  to  process  a  Contract  Backout  Transaction  (CB)  for  contractor 
payroll  refunds  on  both  PMIS  and  the  CAPS  payroll  system.  This  transaction  will  place  the 
refund  amount  back  into  the  appropriation  and  re-encumber  the  funds  in  the  appropriate 
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service  contract  if  the  refund  is  entered  into  MMARS  and  received  by  the  Treasurer  on  July 
1st.  If  the  refund  was  received  after  July  1,  a  FY92  CR  should  be  used. 

Accounts  Payable  Payrolls 

Please  remember  that  a  payroll  hold  (PH)  encumbrance  is  needed  to  reserve  that  portion  of 
your  account  that  will  be  used  to  support  account  payable  payrolls.  The  PH  should  be  entered 
into  MMARS  by  June  21,  transmitted  in  paper  form  to  the  Comptroller's  by  June  25,  and 
approved  by  the  Comptroller's  not  later  than  June  28. 

Accounts  payable  payrolls  will  only  be  processed  for  employees  and  not  for  contractors. 
Departments  must  ensure  contractors  are  compensated  prior  to  the  end  of  the  fiscal  year  for 
services  rendered  during  the  fiscal  year  or  there  will  be  no  tax  withholding  and  contractors 
will  be  issued  both  a  W-2  and  1099.  Please  refer  to  PMIS/CAPS  due  dates  for  FY91  closing  for 
final  contractor  payroll  processing. 

Departments  must  also  be  aware  that  a  critical  link  of  the  accounts  payable  process  is  the 
establishment  of  an  encumbrance  (PH)  to  support  the  respective  accounts  payable  payroll. 
Please  refer  to  MMARS  memo  #82  for  accounts  payable  processing. 
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PMIS  AND  CAPS  PAYROLL  PROCESSING 
DUE  DATES  FOR  FY91  CLOSING 


DATES 
July  1,  1991 

July  1,  1991 

July  5,  1991 
July  5,  1991 


PMIS  FY91  CLOSING 

Final  FY91  "AA"  payroll  processing  covering  the  period  of 
June  23-29. 

Final  FY91  contractor  payroll  processing  covering  the  period  of 
June  23-30.  FY91  contractor  services  paid  through  PMIS  must  be 
included  in  the  last  payroll  run. 

Distributions  of  Final  FY91  checks  (Pay week  2691;  warrant  52) 
for  PMIS  Employee  and  Contractor  Payrolls  processed  on  July  1st. 

All  FY91  Payroll  Reject  (PR)  transactions  on  the  Suspense  File 
must  be  corrected. 


DATES 
June  20,  1991 


June  20,  1991 
June  26,  1991 
June  28,  1991 
July  5,  1991 
July  5,  1991 


CAPS  FY91  CLOSING 

Processing  of  Final  FY91  CAPS  Employee  Payroll  for  services 
rendered  during  the  following  time  periods: 

Monthly  Earnings  Rate  Code; 
June  1-30,  1991 
Weekly  Earnings  Rate  Code; 
May  26  -  June  29,  1991 

Deadline  for  posting  of  CAPS  contractor  hours  on  CPEH  for 
services  rendered  through  June  22,  1991. 

Distribution      of      Final      FY91      checks      for      CAPS 
employee  and  contractor  payrolls. 

Deadline  for  posting  of  CAPS  contractor  hour  on  CPES  for 
services  rendered  from  June  23  through  June  30,  1991. 

All  FY91  Payroll  Reject  (PR)  transactions  on  suspense  file  must 
be  corrected. 

Final  FY91  monthly  contractor  payroll  checks  issued  for  services 
rendered  June  23-30. 
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ACCOUNTS  PAYABLE  PAYROLL  PROCESSING 


PMIS 


RUN  # 
1 
2 
3 
4 
5 
6 
7 


Required  Documentation 


Received  Bv  CTR 


July 


August 


ion 

Date  A/P 
Payroll  Processed 

10 

July 

12 

24 

26 

31 

August 

2 

7 

9 

14 

16 

21 

23 

28 

30 

CAPS 


RUN# 
1 
2 
3 
4 
5 
6 


Required  Documentation 
Received  Bv  CTR 


July 


August 


23 

30 

6 

20 
28 


Date  A/P 
Payroll  Processed 
July 


August 


11 

25 
1 
8 

22 
30 


In  order  to  ensure  the  timely  processing  of  both  CAPS  and  PMIS  Accounts  Payable  Payrolls, 
Departments  must  submit  the  necessary  documents  to  CTR  for  review  and  approval  consistent 
with  the  above  schedule.  All  FY91  Accounts  Payable  Payrolls  should  be  processed  on  or  before 
August  31,  1991.  Any  Department  requiring  an  extension  to  this  deadline  must  receive  prior 
approval  from  Budget  Bureau. 
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SECTION  7:  Special  Accounting  and  Adjusting  Entries 

Expenditure  Corrections  (EX) 

EX  documents  to  correct  FY91  activity  should  be  submitted  no  later  than  July  1, 1991.  The  EX 
should  be  prepared  in  accordance  with  the  requirements  stated  in  Section  5.8  of  the  MMARS 
Procedures  Manual.  Back-up  documentation  must  be  clear  and  justify  the  correction. 

EXs  in  which  the  accounting  lines  reference  different  budget  fiscal  years  will  not  be  accepted 
and  will  be  rejected  and  returned  to  the  Department.  EX  documents  will  be  monitored  closely 
by  the  Accounting  Bureau. 

Intragovernmental  Voucher  (IV) 

The  IV  is  used  to  record  the  selling  and  buying  of  specific  goods  and  services  between  various 
governmental  Departments. 

IV's  should  be  prepared  in  accordance  with  Section  5.5.2  of  the  MMARS  Procedures  Manual. 
By  May  15th,  sellers  must  provide  buyers  with  estimates  of  final  billing  to  allow  buyers 
sufficient  time  to  adjust  encumbrances. 

Please  note  that  interdepartmental  business  in  FY92  will  be  different  because  of  the  new 
intergovernmental  encumbrance  (IE)  transaction.  This  is  described  more  fully  in  the  opening 
booklet.  Basically,  departments  need  to  "finish  off"  FY91  under  the  old  IV  process  while 
"starting  up"  FY92  under  the  new  IE  process. 
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SECTION  8:   Generally  Accepted  Accounting  Principles  (GAAP) 

Through  each  Department's  cooperation  and  effort,  the  Commonwealth  issued  an  audited 
Comprehensive  Annual  Financial  Report  (CAFR)  with  financial  statements  prepared  in 
conformance  with  Generally  Accepted  Accounting  Principles  (GAAP).  For  the  first  time,  the 
CAFR  received  an  unqualified  ("clean")  opinion  from  the  independent  auditors.  These 
statements  are  very  important  to  the  financial  community  and  the  Commonwealth's  fiscal 
credibility.  The  Comptroller  extends  appreciation  for  all  your  individual  and  Departmental 
efforts  in  this  area. 

FY91  will  focus  new  and  significant  attention  on  leases,  both  operating  and  capital  including 
TELP's.  The  increased  emphasis  on  leases  is  the  result  of  an  FY90  audit  finding  that  lease  type 
coding  by  Departments  was  inaccurate  and/or  inconsistent.  Therefore,  Departments  will  be 
required  to  review  and  correct  FY91  lease  type  codes,  using  the  recently  updated  MMARS 
LTYP  table,  for  all  leases  before  the  FY92  LO  shells  are  created  on  May  15.  MMARS  memos 
will  provide  additional  information  in  this  area. 

FY91  GAAP  reporting  will  feature: 

-  MMARS  and  PMIS  reports  as  starting  points  for  GAAP  information. 

-  Specialized  training  on  GAAP  reporting  procedures. 

-  The  GAAP  Helpline  (727-5995). 

-  "MMARS-if ied"  GAAP  instructions. 

-  A  uniform  due  date  for  all  information  (August  9,  1991). 

It  is  anticipated  that  the  following  areas  will  be  part  of  FY91  GAAP  reporting: 

-  Accounts  Receivable 

-  Compensated  Absences  -  Vacation  and  Sick  Leave  Buyback 

-  Leases  -  State  as  Lessee 

-  Assets  Held  in  Trust 

-  Materials  and  Supplies 

As  discussed  in  Section  1,  the  Office  of  the  Comptroller  is  implementing  a  fixed  asset 
accounting  sub  system  in  MMARS.  Depending  on  this  system's  availability  for  FY91,  there  may 
or  may  not  be  special  GAAP  forms  for  fixed  assets  reporting.  However,  once  the  sub  system 
is  available,  we  expect  that  special  fixed  asset  reporting  will  no  longer  be  necessary.  Instead, 
Departments  will  then  be  responsible  for  properly  accounting  for  their  fixed  assets  transactions 
using  the  sub  system. 

Encumbrance  management  practices  will  again  be  relied  upon  to  provide  the  basis  for  accounts 
payable  reporting.  Therefore,  most  Departments  will  not  submit  any  special  GAAP  forms  for 
accounts  payable  reporting. 

As  in  prior  years,  separate  instructions  will  be  prepared  for  FY91  GAAP  reporting,  and 
training  sessions  will  be  held  in  mid-May.  Therefore,  a  detailed  discussion  about  GAAP  is  not 
included  in  these  Closing  Instructions.  Departments  will  be  notified  about  which  training 
sessions  to  attend. 
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SECTION  9:  Closing  Master  Schedule  by  Transaction 

It  is  the  intention  of  the  Office  of  the  Comptroller  to  simplify  your  Department's  closing 
responsibilities.  The  Closing  Master  Schedule  by  Transaction  and  the  Closing  Checklist  FY91 
which  follow  highlight  some  of  the  key  dates  associated  with  the  many  aspects  of  closing  FY91. 
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Appendix  A 


Closing  Master  Schedule  by  Transaction 


MMARS 
Transaction 

Date  required  to 
be  entered  into 
MMARS 

Date  required  to 
be  received  by 
control  dept 

PEND  approval 
done  by  control 
dept 

Comments 

Appropriation 
Allocation(AC) 

5/15 

5/17  at  FAD 

5/31 

Appropriation 
Allottment  (AL) 

5/29 

5/31  at  FAD 

6/13 

Advance 
Refund(AR) 

7/1 

7/1  at  both  TRE 
and  CTR 

7/12 

See  Sec.  2  p.  5  to 
reconcile  reports 

Balance  Forward 
(BF) 

See  Sec.  3  p.  7 
Begins  July  1 

Contract 
Backout  (CB) 

7/1 

7/1  at  both  TRE 
and  CTR 

7/12 

See  Sec.  2  p.  5  to 
reconcile  reports 

Cash  Receipt 
(CR) 

7/1 

7/1  at  TRE 

See  Sec.  2  p.  5  to 
reconcile  reports 

EDP 

Requisition(DR) 

4/26 

5/3  lat  DPGS 

6/30 

See  DPGS  memo 
91-6 

EDP  Service 
Requisition(DS) 

4/26 

5/31atDPGS 

6/30 

See  DPGS  memo 
91-6 
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Appendix  A  continued 


MMARS 
Transaction 

Date  required  to 
be  entered  into 
MMARS 

Date  required  to 
be  received  by 
control  dept 

PEND  approval 
done  by  control 
dept 

Comments 

Expenditure 
Refund  (ER) 

7/1 

7/1  both  TRE 
and  CTR 

7/12 

Refer  to  Sec.  2  p.5 
to  Reconcile  reports 

Expenditure 
Correction(EX) 

7/1  at  CTR 

7/1 

Intragovernmen- 
tal  Voucher(IV) 

8/23 

■ 

8/31 

Lease  Order(LO) 

6/21 

6/25  at  CTR 

6/28 

Dept  Purchase 
Order(PD) 

6/3  (  >  $500) 
6/14  AU 

6/28 

See  DPGS  Memo 
91-6 

Price 
Agreement(PG) 

6/3  (  >  $500) 
6/14  All 

6/28 

See  DPGS  Memo 
91-6 

Payroll  Hold(PH) 

6/21 

6/25  at  CTR 

6/28 

Misc. 

Encumbrance 

(PO) 

6/29 

Request  for 
Advance(RA) 

5/31 

5/31  at  CTR 

6/3 
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Appendix  A  continued 


MMARS 
Transaction 

Date  required  to 
be  entered  into 
MMARS 

Date  required  to 
be  received  by 
control  dept 

PEND  approval 
done  by  control 
dept 

Comments 

Revenue 
Refund(RF) 

6/22 

6/24  at  CTR 

6/28 

Revenue 
Budget(RB) 

5/31 

5/31  at  CTR 

5/31 

Requisition(RX) 

4/2 

4/8  at  DPGS 

See  DPGS  Memo 
91-6 

Service 
Request(SR) 

6/20 

Service 
Contract(SC) 

6/21 

6/25  at  CTR 

6/28 

Service 
Modification(SM) 

6/21 

6/25  at  CTR 

6/28 

Transfer  of 
Appropriation(TA) 

5/15 

5/17  at  CTR 

5/31 

Intersubsidiary 
Transfer  (TS) 

5/15 

5/17  at  SEC 

5/31 

FAD  approval  not  re- 
quired 

FAD  =  Budget  Bureau;  TRE  =  State  Treasurer's  Office 

CTR  =  Office  of  the  Comptroller;   DPGS  =  Dept.  of  Procurement  and  General  Services 

21 


Appendix   B 


Closing  Checklist  FY91 

April 

2 

All  Commodity  Requisition  transactions  (RX)  entered 
into  MMARS 

8 

All  Commodity  Requisition  transactions  (RX)  received 
by  DPGS 

18 

State  Single  Audit  Debrief  FY90 

22-25 

Opening/Closing  Training 

26 

Periodic  Allotment 

May 

1 

State  Single  Audit  field  work  begins 

13-21 

GAAP  Training 

15 

AC,  TA,  TS  entered  into  MMARS 

IV  seller  provide  FY91  estimates  to  buyers 

29 

Al  entered  into  MMARS 

31 

AC,  TA,  TS  receives  PEND  approval 

AL  entered  into  MMARS 

Last  periodic  allotment 

AF-29's  must  be  received  by  BITA 

Last  FY'91  RA  entered  in  MMARS 

Reconcile  reports  466C,  467A,  468A  for  April 
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June 

i 

No  NPO  payments 

3 

RA  receives  PEND  approval 

Final  PD  and  PG  >  $500  entered  into  MMARS 

13 

Final  ad-hoc  AC  approval 

14 

All  Final  PD  and  PG  entered  into  MMARS 
SR  entered  into  MMARS 

15 

RFPEND5  approval 

21 

Final  SC,  SM,  CC,  LO,  and  PH  entered  into  MMARS 

22 

Final  entry  date  for  RF's 

25 

,  Reconcile  Reports  466C,  467A,  468A  for  May 
LO,  SC,  SM,  and  PH,  received  by  CTR 

28 

LO,  PD,  PG,  PH,  SR,  SC,  SM,  CC  receives  PEND  approval 
Final  Cl'K  approval  RF's 

30 

Cut  off  for  payables  and  revenue  recognition 
Audit  verification  -  Year  End  cut  offs 

July 

1 

Final  AR,  CB,  CR,  ER  entered  into  MMARS 
AR,  CB,  ER,  received  by  CTR 
EA's  on  suspense  file,  PEND5 
Balance  Forward  processing  begins 

12 

AR,  CB,  ER,  receive  PEND  approval 
Reconcile  reports  467A  and  468A  for  June 

27 

Reconcile  revenue  report  466C  for  June 

August 

1-31 

APEN  entry,  see  MMARS  Memo  #92 

9 

GAAP  Reports  due  at  CTR 

23 

IV  entered  into  MMARS  by  seller  departments 

31 

IV  receives  PEND  approval 
Accounts  Payable  ends 
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APPENDIX  C 


List  of  Resource  Persons  in  the  Office  of  the  Comptroller 

(727-5000) 


Advance  Management 
Capital  Accounts 
Contract  Management 
CTR  Statewide  Accounts 
Expenditure  Classification 
Expense  Budgets 
Federal  Grants 

Federal  Sub-grants 
GAAP  Issues 


General  Questions 

Intragovernmental 
Agreements 
Transactions  -IV's 


Gabe  Campos  (ext.  311) 

Dave  Koukol  (ext.  239) 

Maggie  Trudel  (ext.  245) 

Debbie  Reynolds  (ext.258) 

Jacqueline  Kassis  (ext.  320) 

Maggie  Trudell  (ext.  245) 

Cassandra  Greig  (ext.238) 
Kathie  Still  (ext.  247) 

Jenny  Hedderman  (ext.218) 

GAAP  Helpline  727-5995 
Jake  Lorentz  (ext.  450) 

MMARS  Helpline  727-5995 


Jenny  Hedderman  (ext.218) 
Kathie  Still  (ext.  247) 


Kev  Deot  Contact  Updates 

Non-Tax  Revenue 

Payments 

Payroll  Management 


Records  Management 

Reports  Questions/Issues 

Revenue  (General) 

Security  Profiles  -MMARS/CAPS 

Signature  Authorization 


Kerry  Anderson  (ext.  355) 

Kathie  Still  (ext.  247) 

Gabe  Campos  (ext.  311) 

Al  Dente  (ext.  340),  or 
members  of  the  Payroll 
Unit/Helpline  (ext.  331) 
CAPS  Helpline  727-5995 

Kathy  O'Leary  (ext.  381) 

William  Hardin  (ext.  394) 

Eric  Dickstein  (ext.  242) 

Ed  Drea  (ext.  293) 

Carol  Gross  (ext.  230) 
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Single  Audit 


Dave  LeBlanc  (ext.  292) 
Bill  Walsh  (ext.  286) 


State  Grants 


Jenny  Hedderman  (ext.218) 


Suspense  File  Management 


Kerry  Anderson  (ext.  355) 


Tax  Reporting  1099  Forms 


Kerry  Anderson  (ext.  355) 


Tax  Reporting  W-2  Forms 


Al  Dente  (ext.  340) 


TELP  Lease  Orders 


Karel  Welch  (ext.  316) 


TELP  Lease  Payments 


Gabe  Campos  (ext.  311) 


Training 


Coleman  Kelly  (ext.  287) 


Vendor  Administration 


Kerry  Anderson  (ext.  355) 
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